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CallSwitch One Desktop App

Quick Start Guide

For Windows & Mac

About the CallSwitch One App

The CallSwitch One desktop application allows users to use their devices as extensions of their work phone. It offers a flexible alternative to using a physical desk phone, enabling users
to make and receive calls, send and receive instant messages, share files, view call history, and manage their CallSwitch One settings from any location, whether on the go, in an office or

working remotely. This guide will help you navigate the menus and provide basic instructions for making calls, sending messages and utilising some other features.
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CallSwitch One Desktop App

Call Handling

Calls can be placed by clicking on the green phone icon &
next to a Contact or Call History event in the app.

1 You can dial a telephone number manually by opening
the dialpad in the bottom left-hand corner @ . Input
the number you wish to dial using the number keys
and then press the green phone button at the bottom
of the dialpad to place the call.

2  You can select the Caller ID that you want to display
on the outbound call using the drop-down box on the
top-left hand corner of the dialpad.

3 You can use the dialpad to place a call from another
device that is registered to your extension by
selecting the Device from the drop-down in the top
right-hand corner.

4 Youcan also initiate calls to your internal contacts
by simply dragging and dropping their profile picture
from your Contact list anywhere onto your dialpad.
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In-call options and Call Transfer
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Parking and retrieving a call
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CallSwitch One Desktop App Quick Start Guide Windows & Mac

Chat and SMS view

Press the Chats icon from the Menu bar on the left to access
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Chat & SMS + NewChat (D) - ﬁ Richard Jones X G
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the chat area of the app.

1  MenuBar

Q Search Chat Filter ~

2 List of active Chats and SMS conversations

CHATS

ﬁ‘“" Richard Jones

.° Auguste Grondin Tue 16:50

3  View chat threads
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CallSwitch One Desktop App

Starting a New Chat and
creating Chat Groups

1 To begin a new chat with a Contact, go to Chats from
the menu on the left and select + New Chat.

2 Apop-up box will appear to Search Contacts. Enter
the name of the individual you wish to chat with and
click Start Chat to begin chatting. You can also search
for an existing Chat Group to join.

3 locreate a new Chat Group, simply add more people
in the Search Contacts area. You will be prompted to
create a name for your group and you can then click
Create Group to begin chatting.

Note: If you're in a group with someone, you can mention

them in a message by typing the “@" followed by their name.
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CallSwitch One Desktop App Quick Start Guide Windows & Mac

Sending SMS

1 To send an SMS, click on the ellipsis next to a Contact
from the contact list.

2 Select‘'Send SMS'. This will start a new chat in the
Chat section of the app. Sending and replying to SMS
messages works in the same way as a reqular chat

outlined in the previous section of this guide.

Note: In order to send an SMS, an Outbound message Caller

ID needs to be set in the Chat settings of the app.
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CallSwitch One Desktop App

Settings

10

You can adjust the app settings, configuration and set
preferences in the Settings area of the app.

Account and General Settings (change your Profile
picture, DND devices, change your theme and adjust

your chat view - Displayed in the image).

Call Settings (change the default Caller ID, toggle
Recording, Click to Dial, Call Waiting, Forward Calls,

set Call Transfer and Park preferences).

Chat Settings and set SMS Caller ID.

Notification Settings (adjust chat notifications and

volume).

Contact Settings (sort contacts, choose Phonebooks,
CRM contact pops).

Audio Settings (ringtone, select input/output devices).

Line Key Configuration - This area of the app will
allow you to set up speed dials and BLF keys for a

deskphone that is registered to your Extension.

Short Codes will present a list of short codes that
will allow you to quickly enable/disable features by

dialling a short sequence of digits.

Log Out - Log out of your account.
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